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This section covers filing documents such as motions, objec-
tions, and responses. Our objectives are that by the end of this
section you will be able to:

T open our Case Filing page and search for a case

T complete the case filing screens

T check previously prepared files for correctness 

T attach previously prepared file and send it to the Court

T save or print the Notice of Electronic Filing

Enter the site by clicking Case Filing on the home page and
logging on, as described previously. 
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1. Options 1, 2, 4, and 7
are described else-
where in this manual. 

2. End Session/Home
Page returns to the
home page and pre-
vents making addi-
tional docket entries
without logging on
again. Switch to
TRAINING data-
base to complete
practice cases, or to
experiment with unfa-
miliar documents.
Display list of users
informs you who is
currently ERS regis-
tered. You may view
the Judges calendars
from this screen, as
well as the home
page. Daily filing
lists detail every elec-
tronically filed docu-
ment for any given
day.
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1. To submit a document, you must first do a case search. 

2. Clekc the appropriate button from File a document in a
pending case to search by case number, by Social Security
Number, or by last name. 
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1. If your case search was successful, this screen displays.
Always verify that you have chosen the correct case before
submitting a document. Check to see that the case is open. 

2. Click Parties to see a list of parties to this case, Dates to
see pending deadlines, Docket Entries to see a list of docu-
ments and associated images (see next page), or Docket to
see the entire docket. Return displays the previous screen.

3. Click File Document for Case to advance to the next
screen. 
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1. After clicking File Document for Case, this screen dis-
plays. You must specify whether the case is a bankruptcy
case or an adversary proceeding. These instructions do not
cover the other options listed. 

2. As soon as you click a button, the list of possible docu-
ments appears, as shown on the next page. 
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1. Scroll the list of applicable documents to find the one you
wish to submit. If the motion is not listed, use the Motion
for miscellaneous relief. However, the Court prefers that
you not use the miscellaneous motion if an appropriate
alternative is given. 

2. The “generic inbox” option, for other documents not listed,
is described later in this section. 

3. Click Submit to move to the next screen. 
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1. A list of requirements, in the proper filing order, for the
given document displays. This list varies for each docu-
ment, but a check box is displayed for each required com-
ponent. 

2. Select all appropriate boxes. If you do not select a box, the
docket entry will list that component as NOT FILED.
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1. Click Browse to select the PDF file you wish to submit. 
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1. The Docket Entries button from the previous screen dis-
plays a brief list of docket entries, without the full text.
Electronically filed documents are noted with the prefix E.

2. An image exists for any underlined entry in the Document
column. The buttons in the Text Summary column display
the full text associated with that entry. Imaged documents
are often large, so it is good practice to display the docket
text before downloading the image.
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1. Netscape looks for HTML files by default, so if you are
using Netscape, change the Files of type in the lower left
corner to All files (*.*). 

2. If you are using Microsoft Internet Explorer, all files should
display by default. 
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1. If the document you submit amends, completes, or responds
to a previously submitted document, you must link the new
document to that existing document. One example is a
Response to a motion. Select the existing document from
the drop-down list.

2. It is very important to make the correct document link. It
may be helpful to view the docket form the Case Informa-
tion page and note the date and document number of the
original document. 
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1. Enter the previously arranged hearing date and time, fol-
lowing the specified format. 

2. Select the judge and the hearing location. 
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1. If a filing fee is required, the fee amount is displayed. The
credit card number you gave the clerk’s office when you
registered for ERS will be charged no later than the follow-
ing business day, and a receipt will be mailed to you. 

2. Complete the submission by clicking Send. 


